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PREFACE

The” Vocational Education Amendments of 197¢ mandate that sex
bias and stereotyping be elimirated from all vocational edu-
cation programs. . ‘
The amendments set aside $50,000 of each state's Federal
vocational funds for this purpose and mandate that each state
employ an individual full time to work on eliminating sex
bias and stereotyping from vocational programs.

Each program area has special problehs which must be addressed
in. order to achieve sex equity. 1In business and office occu-
pations. programs, the problems have been centered around
increasing the number of male -students in the program, encour-
aging women to move into management positions and other upper
level supervisory jobs, and using sex-fair language in busi-
ness communications. .

The sex ecuity modules are designed to:

~ 1. <focus on issues which are related to specific
clusters of career options as defined in
Delaware's competency-based g6al oriented
business and office OCcupations curriculum;

2. provide information and materials for one
to three days of activities; and

3. focus the student's attention on those sex
- equity concerns which will affect her/his

experiences as a student in the classroom,
on-the-jcb, and career decisions. '

Instruction in business and office OCcupations programs should:

1. afford both male and female'students,opportunities
to pursue a number of career options: '

2. include a sex-fair curriculum: and i
3. peride sﬁudents with cooperative WQrk.experiences
without regard to the sex of the student. '
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SUB-CLUSTEES

The specific jobs for which students are Przopared in the
sub-clusters are indicated on Figure 2 of +-is cuide. Each
svecific -“obk has been identified/verified v-a survey of th=
business —ommuriity throughout the Delaware 2gZon.

DATA PROCZSSING OCCUPATIONS (USOE 14.0200)

This sub-cluster is designed to give the stzZznt a working
knowledge for a_variety of jobs ranging frem :ata typists

to programmers. Becaus2 of the technica: nz==re of this
program, competency-bas=d modules may or-giz= 2 in the public
comprehensive business 2rogram or the vocatz~ al-technical
programs. @zt special training centers.

Data processing involves the collecting anc¢ trocessing of
information ‘through the medium of automatec suipment. Raw
information is collected and recorded. It Zs then processed,
summarized, and sorted according to a pre-det:armined order.

n (ot

When all functions have been completed, the <2tz can be inter-

preted by management and thus serve as a tz=i= ‘or decision-
making. Th= results of the process may be itared for future
use and refarence.

Entrance into this area of work should inc_ude a knowledc=
of general office procedures, accounting, mathematics, th=

‘ability to keyboard, and the capability tc think logically.

The student should enjoy working with .num-2rs and machines.

(a) Job Descriptions

"Specific tasks to be learned by studsnts zoncentrating
in this sub-cluster relate to the followirg jobs:

(1) Terminal System Operator (D.O.T. 203.262-018)

Operates computer terminal and compiles data-to
produce business, scientific or technical reports,
and publications in print-like format; reviews
source documents, tables, correspoondence, and
company records to determine computer .operations
required’to produce texts in requested format;
clarifies instructions with document originator;
arranges data input sequence; types coded commands
on terminal keyboard to enter, store, retrieve, or
delete data. ’

(2) Data Typist (D.0.T. 203.582-022)
Operates special-purpose electric typewriter to

convert alphabetic, numeric, and symbolic data
into coded form on punch cards or tape; loads
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(5)

punch cards,; magnetic or paper tape reels into
machines; types computer program from input data;
proofreads and makes necessary corrections.’

Keypunch Operator (T.O0IT. 203.582-030)

Operates alphabetic and numeric keypunch machines

to transcribe data from source material onto puanch
cards and to record accountlng or statistical data
for subsequent processing by automatic or electronic
data processing equipment.

Terminal Operator (D.Q.T; 203.582-054)

Operates on-line computer typewriter terminal to
transmit data or to receive data from the computer

" at remote location.

Data Examination Assistant (D.O.T. . 209.387-022)
(Input—Output Assistant) N .
Reviews . input-output data to verify adequacy and .
approprlateness of material required for data pro-
cessing operations; reviews work sheet llstlng
materials required for specific data processing
project and accompanylng source documents.

Computer Operations Supervisor (D.O.T. 213.132-010)

Supervises and cocrdinates workers' activities in
ope%atlng electronic data processing machines;
schedules work flow; oversees data; makes minor
program and input data revisions to maintain
operations,

Computer Operator (D.O.T. 213.362-010) ) /
: . ; .

- Monitors and controls electronic: computer to pro-

cess business, sc1ent1f1c, engineering, or other -
data, according to operating instructions. :

Computer/Peripheral Equipment Operator (D.O.T. 213.382-0

Operates on-or off-line peripheral machines accordlng
to written or oral instructions to transfer data \
from one form to another; mounts and positions ;
materials; set guides, key and switches according,

to instructions to prepare equipment for operatlon
observes materials for irregularities, prlntlng
defects or machine malfunctlons



/ '4 E
-(9) Data Control Assistant Supervisor (D.O.T.l2l9.367—014)

Supervises and coordinates activities of.workers

engagad in keeping control records and scheduling

data to be processed on keypunch or electronic
data processing machkines; schedules flow of data.

(10) Proqrammé% (Trainee) (D.OZT..219.367—367)

Se}ects symbols from coding system and codes
; iy Successive steps of completed program for conver-
| sion to machine instructions, to process data, or
~ : to control irdustrial processes; reads and inter-—
prets- sequence of dlphabetic, and numeric data for
each ‘program stép to translate into machine lan-
' guage that can be converted by the computer
Processor intc machine instructions.
v/ ’ {
(o) Employment .Outlook

v \
Electronic data processing is one of the most exciting
occupational fields the world has to orffer young men and
women today. It is rapidly growing and 'is one of the
most challenging and rewarding fields.

II. DATA PROCESSING AND RELATED OCCUPATIONS -
: PERFORMANCE AND OBJECTIVES

Py

1. FOCUSES
(a) Employer /Employee relationships;
(b)) Aﬁtitudes about the behavior'pattefns of men and women.

(c) Simulated activities .on the task of systems analyst,
pProgrammer énd‘ccmputer operator. :

2_. ACTIVITIES
(a) Fre-Test.
(b) cCase study on haﬁdlinglconflict with suboraidates.
(c) Simulaﬁi%n exercise on all Caréer,optionsﬂin Data

Processing. :

(d) Conflicting terms'describihg\men's and $omen's behaviors.
Ke) Slide—Tépelpresentatfon.
(f) Qualificaﬁions,for employment.

-

(g) Post-Test. ) ) : i
. A w7
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3. PERFORMANCE "OBJECTIVES ' g

(a) Given an oppoffunity to discuss "boss-employee” relations,
the student will, with 100 percent accuracy list two spe-
cial problems that may develop if the "boss" is a woman.

(b) Given an activity concerning the stereotyped behavioral
patterns of men and women, the student will with 100 per-
cent accuracy list two examples of these stereotypes,
one adversely effecting men and one adversely effecting
women. ’ R .

. ) /

(c) Given examples of tasks performed in the data processing /
field, the student will with 100 percent accuracy list /

two examples of why any of the jobs could be done by '
either a man or a woman,

I11. ‘INTRODUCTION TO DATA PROCESSING MODULE

S ' / A g
In our age of specialization, it is not surprising to discover that’
a higher degree of technology is needed in the business world.

There are 70,000 to 80,000 computers in the United States téday,‘
and there are over one million people who work with computers in
one way or another. Women in data processing usually are employed
as ‘keypunch operators and men have traditionally dominated the
areas of programmi?g,‘sales, manufacturing, and repair.

Women need to. take the mandatory courses that lead to top-paying
positions in data processing, but have been reluctant to do so .
until recently. ' § T
Although there is still room for improvement, the areas of data
Processing have been less stereotyped than other areas because

it is a cnew field and does not carry with it:the historical stereo-
types of male -and female johs. - ' '

Hopefully this\area'will continue to provide readily available oppor~ '
tunities for women and men at all levels of employment.

This médule focuSeg on the "on the job" issues in data processing
and includes; C : JoL ~ :

(a) Employer/employee rela@ionships.
(b}//Attitudeshabout thg-behavior'patternsyof men and women.

(c). Simulated activities on the tasks of the systems analyst,
-~ ' . - Programmer, and computer operator.



OVERVIEW OF INSTRUCTIONAL ACTIVITIES

(a) Pre-test

The pre-opinion survey should be administered to measure
the students attitudes toward sex role stereotyping in
our society. The survey will provide the teacher with
an indication of the students attitudes on sex equity.

(b) Case Study | ;

Give each studént a copy of "Handling Conflict from ,
Subordinators." Have the students read the case study,
answer the questions, and be prepared to discuss the
situation with the class.

(c) Simulation Exercise -

-The instructions for this activity are found on the
activity sheet. . -

(d) Terms Describing Men's and Women's Behavior

Display the overhead and discuss the terminology used in
the "balloons" and how it applies to on-the-job situations.
How do attitudes about the way men and women react in ‘
different situations effect job assignments?

(e) Slide—Tape‘Pfesentation’ o g

(£) Qualifications for Employment
Qualifications for employment are designed to:

- To éxposé students to the many different jobs available
in an occupation and to show students that the qualifi-
cations for employment are not determined by sex. .

(g) Post-test

Have the students take the pre—tést'again and assess
themselves relative to changes in attitudes. -




ACTIVITY (a)
Pre/Post Test

Yes No

1.’ The way things are now, 1t's better to be a man
than a woman.

2. Women shouldn t want to change thlngs because
they have the best. deal now.

3. 1It's OK for a girl to play on a male team if she's
a good athlete :

4. Men should make the .important decisions because
men thlnk while women act on their emotions.

5. It's OK for a woman to be assertive.
6. It's OK for a woman to be aggressive,
7. It's OK for a boy to cry. ‘

8. :It's OK for a man'to cry.

9. It's 1mportant to me that a man act llke a "real -
man" and that a. woman act like a "real. ‘woman. "
10. A woman should not compete w1th a man’ because
this damages his ego .
11. I often act in a way that a person of my sex
"isn' t supposed to."

12, I get mad when people tell me that how I act
. - isn't "right" for my sex.

13.  Men should be more hornest about the1r feellngs
; toward other people f
.- /

14. Men should be more open w1th other peoplé about

their own 1nadequac1es R

o N/
515._ Women are less self confldent than men.’

16. Men should pretend to know more than they really
' do,  in order to appear "profess1onal " '
17. "Men should pretend to be able to do more than
they really can, in order to appear successful.
. / .
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18. It is hard for women to do their best when
. competinz with men.

19. Men ‘Iike women who -are-followers ot leaders.

20. Women like to rely on others when there are
decisions to make.

21. Women need more encouragement and approval thar
men to work effectively.

22. Women are more easily taken advantage of than men.

23. Women lose their sex appeal as they get older,
whereas men don't. - .

24. Women lose their good loocks as they get older,
whereas men don't.

25. ‘Boys and glrls should be brought up in the same
way.
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ACTIVITY (b)

Handliz:z Conilict From Subordinates

" Arlene Thcmas has wcr<od for ABS Products for eight years as a

keypunch operator. Saring her tenure, she has held an excellent
work record; almost - erfect attendance, commendations from
several of her super_ors, and an ability to work well with the
others in her departrment. : :

n

4 .
Approximately eight months ago, the supervisor of data entry
for the company retired-and Arlene was promoted to his position.
Throughout this period of time, productivity has decreased,
accuracy ‘has diminished, the keypunch operators spend more time
on bxeaks than working, ‘and there is much in-fighting in the
depar tment. v : -

' : / ) i

Recently, several department supervisors have'complained to
Arlefe that reports are behind due to slow keypunching and are
not correct. One even noticed that several of Arlene's girls
consistently dressed below company standards.

Student Discuss;on'duestions: ,
1. What might be some reasons for'the problems mentioned above?

2. What are Arlene's.alternatives with her employees?

3. What can Arlene do to.alleviaﬁe_thé situation with the other *

department supervisors:

i .
€]
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ACTIVITY (c)

Spending A Day In The

DATA PROCESSING DEPARTMENT

of MARY LEE CANDY DISTRIBUTORS

\
PURPOSE AND MAﬁOR ACTIVITY o

Students partiqipate.in activities of the systems Shalyst,.
programmer, and-the computer operator in a candy distributor's

.
. : ¢

Because the glamorous part of. computers and data processing

is so prevalent in newspapers, magazines, and other litekxature,

it is not included in detail in this unit. . The first optional

activity described on the.next Page contains suggestions . for

a classroom library of such material. As a teacher, you are

provided here with simulation”activities.that will help students

get the "feel" of some of the down-to-earth work of data pro-

cessing personnel. o : o :

7

(a) Before Class Begins:

(1) Duplicate enough cdpies of the simulation packet
(white sheets at end of this unit) to provide
each/student\With'a copy.

(2) Read ?ﬁackground-Information on Data'Prqcessors"'
‘on page 31. ‘ ' '

(3) Read the second optional activity starting on pagé
: 12, entitled Tell the Computer How to Compute; and;
decide' whether you will conduct it., The basic .
advantage ‘of using this'activity is that students'
will.learn how limited t € computer. is-in its i
operation, even though we|\ have réad and heard .much -
€o the contrary. It willlgive them a feel of what
it is. like to program a,computer, P

P
i
|

(1) Distribute the simulation packets, reading and _
~ discussing the first page with students. Suggested-
discussion topics are given in the_teacher's key
to the simulation (pages. 16-30) . :

1 ; v . 15



(2) Ask students to complete pages 2 through 14 of
' the simulation. You may want to conduct this
- unit as a group project rather than an-indivi-
dualized activity. ‘

(3) When students have finished, go through the
simulation with them, checking answers and
discussing the topics shown in the teacher's

key.
(4) After checking the simulation éxerciées, have
© sStudents turn to page 46 to answer and discuss
' the questions listed there. oo

OPTIONAL ACTIVITIES

(a) Set up a Library

Some ideas for .a classroom library are listed below.
Allow interested students to check out books and
pamphlets. o

(1) Books and Pamphlets .

"Opportunities in Electronic Data Processing"
by Martin Nussbaum, 1972 s ‘
Vocational Guidance Manuals - -,

235 E. 45 Street

New York, New York 10017

$4.95 . . .

"Your Future in the Electronic Computer Field"
by Dause L. Bibby, 1970 ‘
Book Service
501 Lake Forest Avenue
Highwood, Illinois 60040
$2.45 . : B
" .
American Federation of Information Processing
i Societies,: Inc. ‘ " e St .
| 210 'Summit Avenue : -
- Montvale, New Jersey - 07645 _ N
- Send for single free copy of. "Facts on Computer
Careers," 1973 . P :
Superintendent of Documents
: - Washington, bc 20402 . . . .
\ - Send 60¢ for "Occupations in.:Electronic Cdmputing
. Systems," (No. 17 S 2913-0067) 1972.

I./‘\’.
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+2) Associations to which you can write for information

American Society for Information Science
2000 P Street N.Ww,.
Washington, DC 200386

Association for Educational Da<« Bl
1201 Sixteenth Street N.W.

Washington, DC 20036

Business Equipment Manufacturer. ociation
235 E. 42nd- Street

New York, New York 10017

Systems and Procedures Association
7890 Brookside Drive
Cleveland, Ohio - 44138

IEEE, Computer Group
345 E. ‘47th Street
New York, New York = 10017

Society for Information Display
654 N. Sepulveda Blvd. :
Los Angeles, CA 90049

Special Libraries Asscociatiorn
235 Park. Avenue S '
New York, New York 10003

(b) ‘Tell the Computer How to Comphte

‘An int=resting and profitable.‘activity would be to simu-

late z computer. The steps for-carrying out the simula- "

tion as a play are described on pages 13-15. You may
want —o duplicate these pages and let students preview
them =t -school or at home. ' .

(1) 2ssign rolqé to be played -

(i) Cdmputer——someone_who will act like a com-
puter, whose input wilil be throudgh the
ears by voice and whose output it writes
on the blackboard. -Also, the person taking
the role of computer will have a large red
- card or flag to raise when the computer
won't accept the instruction.

(id) Systems“AnSlyst—ésomeone who plans when the -
computer will add, subtract, multiply,
‘ divide, etc. :




o
/ . B .
(iii) Programmer--someone.who will instruct the
computer what to do, bearing in mind its
limitations.

I: structions that the Computer zan Accept
When inszructed, it can do the follow:ng:

1. Write nﬁmbers on the blackboz=d one under
another, or side by side, such as:

345 " 345 123
128

2. Subtract a smaller digit fror a larger one,
such as, "Subtract 5 from B8."

3. Regroup or borrow after it has signalled
that it can't subtract a larger digit from
a smaller one, such as "Subtract 8 from 5."

4. Rearrange and regroup a Subtraction'problem.

. " pProblem o ' ) Problem Rearranged
: 345 07300 + 30 + 15

=128 2100 + 20 + 8

5. Write answers in boxes lined up under one
another such as: R :

6; 'Eraée numbers,that havevbéen used.

7. .Answer ."yes" to such questions. as, "Are you
- ready?" or, "Can you subtract 5 from 82" by
raising a-white card with a "yes" on it in
large letters. -
8. Answer "no" to such guestions as, "Can you
subtract 8 from 5?" by raising a white card
with "no" on it.. '

9. Flash red by raising a red card when asked to
do something it is not supposed to do. '




Computer: ertes 345

15

-.Scenario

The computer stands at the blackboard and has the
following: .

chalk " white card, lettered "yes"
eraser white card, lettered "no"
' red card

The systems analyst and programmer sit in chairs on
either side of the computer. The co-stars of the
cast are the computer and the programmer. The com-
puter will be rated very high if it performs only
what it is supposed to and raises the red card when
the programmer does not give sufficient instructions.
The programmer will be rated high if he/she instructs
the 'computer in sufficient detail so- ‘that it has .to
perform and doesn t raise the flag. ‘The . systems
analyst has a mlnor role in this play.

Scene 1

Systems analyst: I have examlned our buslness and
find that to keep 1nventory records
we must subtract the amounts on
shlpplng orders from inventory. I
am requesting the programmer to -
cause the computer to sSubtract 128
from 345. :

Scene 2

Programmer to computer: Are you ready?

Computer: ., Holds up card with yes.

Programmer: Write 345 and under it the suerahend 128.

-

128
Programmer:';Can you subtract 8 from 57
Computer: Holds up card with no.

Programmer: Regroup the number 345 by writing oppOS1te
o it the numbers 300 + 30 +.15.

Computer:I Writes opposite 345 300 + 30 + 15

: ' 128 - b '

Programmer: Opposite 128, write 100 + 20 + 8.

Qo



Writes and now has on the board:
345 300 + 30 + 15 .
128 : 100 +-20 + 8
Programmer: Subtract 8 from 15 and write the "difference
in the box. :
Computer: Writes the difference in the box. 7
Programmer: Erase the numbers used.
, Computer: Erases 15 and leaves on the blackboard:
, 3 o , ,
T 345 300 + 30
128 100 + 20 7
Programmer: Subtract 20 from 30 and write the dif-
: ference in the box.
Computer{ Writes the difference in the box. 10
Programmer: Erase the numbers used.-
Computer: Erases 30 and leaves on the blackboard:
345 300
128 100 »
- _ 10
Programmer: Subtract 100 from 300.and write the
: difference in the box-
Computer: Writes the difference in the box. 200
Programmer; Erase the: numbers used. b
Computer: Erases 300 and.leAves on the black-.
: . 100 7
board: ©/ 345
- 128 L
»1.0 ¢
[ H - "”"”""_'"'/"""' ..\2 O O
B - - ,/ . - g
by Programmér: Add diffferences and write the answer
o » in the box. . : ‘
i ' Compufer:i' Writes the answer in the box. 217

Computer:

\

S

The three members of the cast take bows. The teacher may invite’
the class to vote which éf the two, the programmer and the com-
puter, best played their roles according :to the rules.

.i'zﬁjp
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KEY f

Simulation Page 1

As you discuss the packet
introductory page with-
students, supplement the
‘discussion with ‘information
from page 31, "Background
Information 'for Data
Prdcessors.w '

If some of your students are
acquainted with .peoplée who
work in data ‘processing
occupations,{ask them to
describe some of the tasks
performed by! these people
and to tell in what types

of organizat%qn'they work.

‘Before having\studentS'begin Lo : .
the simulation exercise, = ! ' ’ :
discuss the meanings of \
special terms on page 1 oyl _ :
. ~ of the simulation packet: . ‘ S

systems analyst ‘

programmer ' : ! In The CATA PROCZSSING DEPARTMENT

computer operator , ! I MARY LIX CANDY DISTRIBCTORS

flow chart In =ha next 14 78998, yOU Nave an OpPOrtunitY w0 Sw 4 shadow o 4
. k . IYSTEME analysT. 4 PLOgrammer, auand a SOBpUTAr 3Perator, fou will

cod ing sheet POXorm & small smple Of heir work ‘for Mary Lee Candy distsisu=

20Cs, You isall; : : o
punched cards ‘
program

. \
Spending A ‘Oay

3. NG CATA caRos : © b GAITE A SROGUM FOR WE
) : ¥ oouTE

(Stmalacion Page 1)

o 25




7 L Key ‘ | .
(N {
Simulation Page 2: , \

Read this page with the students
so that they understand the _
entire situation. Be sure they
understand that Mary Lee Candy
Distributors buys from a manu-

- facturer and sells to 27
retailers.

Go over the notes taken by the
Systems-_analyst-and make cer- -

tain the students recognize

‘the need for a "perpetual"

inventory record versus a

"guessed" one. Ask the stu-

dents ‘whether it would likely ‘
be feasible to take an actual .
count, every time somecne

wﬁpts to know, "How much candy

do‘we have on hand?" '

Be sure they ¢can define "per -

. petual inventory." It is one- Aeeivicy 1 o :

Wthh can Constant»ly answ'er- | Preparing a Flow chare on Inventory ?:oc.lu’ _
the.'question, "How much candy _ ,ﬁ&:&ﬂﬁg;&?ﬁ§§$3&$£33?ﬁ$2$&333?3?ﬂ?1
~do we have .in stock?" B B e A e T

1%0r's obtain tha candy from a nanufaccurer.. You will spend soms time
+ WOIXing “ith the systems analysc, zhe progLaemar . and =hs computer
SPAZXXRTOr. In each case, you will Se T8quired %0 perform some 3¢ =he

- ; “ork that thees enployees ars doing at zhe Cimy you are with zham.

“hen you arrive ag =hs Mary Zee Candy Otstributurs, you are licye
iacroduced to0 the systama analyse ~no s Preparing a flow. chars apouc
. ona opazration of zhe Mary Lee Candy Discributors. This aperacion -

' ) . CONCeINa keaping an inventery .o¢ boxes 'af chocolatas. ‘the systass

! analyet hands.you icoe 0tes - to read thst he hHae nade sitar che pre~
- sident of. che Company directad Aim %o set up s perpecual invencory

of candy stock, Perpecual anlncnrf 19 defined as 1 rocord of Soxma

of candy on hand at all S48, .2reviously, zhe’ Lavantory was zakon .

on the firsc of =he month. Thus, the actual sumbar of Soxes on haad

vep known anly on =he firse of. the loneh. : -

ferpatual Inventory Yotss
t . L ’ . ’ .'n.btuuy 17, 19--

~ T,L- president has directed che vscems analyet =0 set ap
a’syscem o ceep a Parpatuel inventory. . . -

ia or:dl‘r Z9, start the syscam, 1= wil! Se aecesssry o
GDTAln in sctuel count of ali Soxes of zandy on hend,

s

3., Then, copied 5f all Faceiving zicxets af candy fzom she . -
! Janufacturers must be senc =s e daca-proceseing feparc-

ment ‘daily.

- . e . . . X . 4. The receipes is shown on -he :oci.tvi.nq:':xcxau ause be
' [ . un.d.u_uj.y added %o =he invencory,

5. Coples :;f 4il shipping ardecs of sandy j0:ng =9 zhe
MASY e Retail Stores muse 38 sent o the Jdaca-~pro-
cassing dopartmant. - . . .

L, 6. The lhsus of candy as shown on shipping ordars muac be
- madistely suscracted ‘rom she, invencory . oo :

7, At any =ipe during the Susinese day, =he uﬁ-pmcl.lmq:"
. departzenc shouid Se abla =0 repore by %slephone =hs
' . 'SurTenc inven'ory :o other Zeparcaence.
~ Voot . - o 3 v .
' 3. A zepor (Printout) of cha current iaventory should e
; aade avidtlable to :he Presidenc it 3:00 a.n. esch day.

- . LI ) } - ' {Simulacion Jage )

e
v

I F

Aruitoxt provided by Eic:
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Key

Simulation Page 3:

1

This activity pfovides an intro-
duction to one kind of block
diagram flow chart.

Have students write a short .
Statement beginning with a verb
taken from the notes on the .
previous page. '

Ask the students where in the
business they think each event .
takes place. Sample answers
are given below:

19

#

Block 1 - Systems analyut's
office in the DP
department

Block 2 - Stock department,

Block 3 - Receiving départmentvg
or dock. g )

Block 4 - DP department

Block S - Szles Office

Block 6 - DP department

Block 7 - DP department

Block 8 - DP department

27
ke

The systams analys
% Selow. You are to
' in each

already filled in.

of the aumberad notas.

- 18K3 YOU o ComTidte thas 4low, zhare ‘shown
fill in zhe amprty blocks With ‘zhe xay i1dcas
The 2irst =hree oslocks ars
Fill in the remaining five blocky.

v R
' WeLive directive tunlu'.n.nu\.. l Jbeain covcts 35 the
i PP ML {RvEntony shipping ordens
- !
|
t
i
i
]
Take actual court of candy sLoek , Subtract jrom Lrventory
or hand. ' ’ _ :
‘ . ) ,
i |
t
! l ]
I , -
CaLlect restining tlekess. of | Repoat curnent Lruertony
Umly 4L by mmufactutens. oK 2tquesd

Add £o inventory

‘ “PRepare waitlen %epors
by 3100 2.m. 2ach day

t

(Simulacion Page 3) \/FIN@
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Simulation Page 4:

Zxplain the use of the coding
form.  The coding form is one
way to prepare data for entry
into the computer. In this
case, information on the
Receiving Report and the Ship-
ping Order is to be entered

on the coding form.

Be 'sure the students can
correctly answer all the ques-
tions about the Receiving
Report. : '

Ask them which is most .impor-~
-£ant for inventory, "Quantity
Ordered" or "Quantity Received".
Answer: Quantity Received. .
In this case, these qguantities

happen to be the same.

Activizy 2

N#X¥, you are intraducad eo sharcn 3uras,
“no i3 preparing a coding form.
is only one of ner nany dutias.
iaformaeion for tha computsr.

and a coding form an
been wriztan.

forms and copy
apporiuniey of
{nformation into =ha computar.

?reparing a 2oding Form |

the ccmputer oparaenr,
The preparation of a codang form
A zoding form .3 used =o Prepare
She shows vou wwo businase forms
which some information #=om tha “orms has
Sharon showas you aow <o 2ind :snformation on -he
ic on zhe coding Zorm. Lacer, vou will have zhe
finding out sow =he coding form ia uaed o puc

/

. ; RS
Yary Lee Candy Ofstributors [RECEIVING REPORT i
4120 Peach Street Yo 2873 i
Atlanta, Georgta o o
Oace_ 1/7/~ l
Purchased Froms
i f;.“ Chocolste Confectionary Hrg. co. ] !
4588 Induztrial Partway :
New Orleans, Louisiana
— | r "
‘ - T —;l
Nantity ivcunnﬂty ! Stoek ! \ Ume |
rd legeiveq | Vumder ! Jescripeion Irce

1,200 boxasl,o00 boxes 108

i

L

|
{ Chocolatss . ‘ i
5 |
| ]

Goods Recaived

Quantity Checked u Fak

110/ = o . ,

w

Receiving lapore:

Look at tha Rmcaiving Repor: above and answar

fo4lowing quastions:

L.

2.
J.

Oid Mary Loes Candy Dis:i-ibuw:: .feceive somathing Zrcm
he Sweet ‘hocolata Cadfactionery Manufacturing Company? YES .

What was received? 1,900.30xes a4 iandy «

ahat L3 ha stock aumber of =he *thing® received? 305

90w much wves recaived? 1,000 3oxes 245 candy

“han was Lt facaived? 1/10/«~

@as =he juantity checked to Se8 vhethar :he

¢ ] corzecet amount
<ag raceived? YES, dinitiated by H.S.v. :

(Shzmlauon_ Page {)

O

ERIC ©

Aruitoxt provided by Eic:
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Key k'”\m\\\\\_
Simulation Page 5:
If possible, obtain a full-
4+ . size coding form from the
- school business office or
-from a nearby industry to
show the students,
Tell the students that - B .

the coding sheet is often
used to punch cards on
a key~-punch machine,

Review the coding form
with the students and
make certain they can
correctly answer the
questions about it.

If the students ask

about Fortran, COBOL,
and Basic ;, tell them ‘ fgdiag Porm: Llook at =he coding form snown below and answer :hae

they are names for L mvr—— ,
computer languages. ' f _ o |
Tell them that the e - - Ao ] :
computer cannot under-. .| | - - — :
stand our English, . FORTRAN o con - — I
~"so we must tell it Stacx o, Quanttty A/
- what to do in another mieen Y st Lt/

: "o ) llnllnllh]vu|-mluluiulu.luluhrumumn|n|n|ululu|nlulnmmunuu-ulu.mmuoumlmm
language’ Computer . [N |":!|||!!'l!li]!!l_—lﬁflllf:' EEEEEET
Talk." If students ' ! RENEEESEEEE EEEENEEEE
are further interested, L il L I
inwite a. programmer to
expldin some more to
them. Co

NENNER

'

]
, NN
[ ' il
L N
[ i

|
! i e — b
ik I L '

‘-”':: z — :\.-7 __:; é_,q_vm T e

' /5: R stands ‘or Qacetving decort: code 10 .
\ . .3 t1tnas for Shioping Oraers  code- 20 !

Coding Forz: This form usually has 30 zolumns :iascead of zhe 43
shown. It usually has 25 -owas. The tarms Forzwzan,
COBOL, and Sasic -sfer =o couputsr lanquages voica
are studied in compucar training arogr . . .

il
Yo j 1
B | !
|1y i
BEN !
o

RN
] R |
| | X |
! N | | |
[ [ i !
! vl ) I
! [ i i

P
N
P
[
Vil
)i
'R

Answer the Zollowing gquastians:

l. How many columng does "2 complete coding Zorm 2sually have? {0
(Bint: See tha note baneath the Coding Forma.; ‘

4 " 2. How wALy rows dces a complete coding form usually have? iS5
3. How DAnY 3pacas are available for zhe Stock Numbaer? >
- (Blnt: See middle laft of tha Cading 2orm.)
4.. How :ﬁmy IpSCas ara availabla %or che quanticy? 5
, h . ——

S. What does the R in R/S mean and whac i3 its sode?Recediving epsre 107,

§. What does the S iz R/S moan and “hat i3 its :odﬂsh.épa/.ng ‘J..fldl_'l._:J !

—_—
(Simulacion Page 35) Ty

7. How oany spacas are available Zor an R or an 57

ERIC - - -

Aruitoxt provided by Eic:




Key

Simulation Page 6:

Show the students how to enter
the stock number on the coding
Have them observe that

form.
five columns are allowed.
Since only three -are used, the

remaining two are filled in with
zeroes. : K

In.- a similar manner, show them
how to enter the quantity on
the coding form and to fill in
one column with a zero.. - .

The kind of report (Receiving
Report) is also coded since
the computer must be told
whether something is being
"received" or "shipped."

lave the students notice that
a receiving report is assigned

'

a 10 and is so coded in
columns Ll and 12.

Entering the Receiving “Repore an =he Coding Torm

Check their answers to the
questions at the bottom of
the sheet for accuracy.

Ay

Tha Rnc-iﬁnq Raport is coded on zhe
as shown bhelow.

spacas.
l-3 and that two zerces are wr

‘first lina af =he coding form
Note chat zerocas are usad o 411" in =he blank
tock numbar )05 :f writtan in solumns

Also aotice how zha s 305
itten in front o 308 to 2411 up all

" five columna.
i a
. (. -
?
e i Stock %o. Quantity R/S '
Pomnam Arem - . re———— ——
Pt urnsons tusrmsccar s oy, oo Visiafedageda el lanzisnulel l
M Lunartal feramy -
o — - & 0lal3joisiolriorglutiln | {egue
T c— = oo glo131disialatalaistziol
e o | e — RERAEN TR
- .-ld--ﬁ——- Ji’;‘][[:llli?‘
,‘, , - e j——— .
=T - A A
[
J

S PO

Answar tha following quastions:

How much candy

was received? (Ses the Receiving Repor=.)

1,000 boxes

2.

In which columns of the Cading
HOw many zeroes. wvera needsd -o

the quantity?
In vhich columns
writtan? 3=

Y faxoasg were needed o i1l up the spaces in frong

dow zan
of. the: stock nunber?-

What aumber is used =0 show -hae
PUt on the coding form?

Form w&s tihe quantity wristen?
2411 up the spaces in front of

T-19

of the Coding Form was the stock numbar
5 i

kind of raport that L;'-/bean
: Y
Mg

uRber wricten?

10

in which mllﬁmn Ls chae Raceiving Rapart code n
- C11-12

(SLmu.Lnd.or_l Page §)

O
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Key

Simulation Page 7:

'Be sure the students can correctly

answer all the questions about the
shipping order.

If students ask about missing unit
prices, tell them -that the shipping
order is a carbon copy of another
form (Invoice) and that che price

. is frequently omitted on the ship-

O

ERIC

Aruitoxt provided by Eic:

ping order copy. -

The same is true about the omission
of the unit price on the receiving

report, which is a carbon copy of a
purchase order. )

23

Shipoiag Otdos.

|

Mary Lee Zandy Oistridytors
4120 Peach Straet
Atlanta, Geosrgia -

.-Sold Jo: Mary Les ¢ 10 .
T South 3hoooing Mail
Atlanta, Seorgia.

Ship To: Siaw

SHIPPING ORCER ~

“a. ~4749 -

Jata 3/5/.-

|
|
:

\

Quantity { Stock

luntt | Quanerey

. drdcp ) SMpEed Jack Ordered |

Y. - drtorea | Mumber Oescripticn
: : 80 boxag 105

i
t
|
|
|
l

iy

Miry Leo cno:olauzs'

|

30 Soxes

;
|

]
B

!
|
|

Quantiey

’
;
|

|

x;_

Leek at thae Shipping Order above and anFwer the foll

1. uwhaw i3 tha name 52 che stors tha
sear. scmo sandy to? AGay,

owing jivescions:

2 B4
€ Nary lLas Candy Oiscributors
IR .. AN

/

\
2, Hov 2Any bOXGS warw sanc?

10 boxes

‘et

“hat is the 2tock nunber of cthe candy "s-n:?" 338 &

v : . .-(Stmulaticn Page 7)
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Key

Simulation Page 8:

Again, show the students how to
enter the stock numbér and the
quantity on the coding form; in
this case, from the shipping
order. '

Have the students notice that
the shipping order is’ assigned
a 20 and is so coded ih columns
11l and 12. '

Check the answers of the students
at the bottom of the sheet for
accuracy.

Intering the 3hipping Order on =1e Cading form '

The Shipping Order is codaed on he second line of the J3ding form
13 shown balow: :

i ) L . - .
WY how ) P earvary L} N
e e o o Stock Na. Quantity /s !
[ e e = e~ |
L LI T Ulsisbalsbatreays lieinstistee
. —— vy fa 1 i
— - olols|aistalrialtar o) - i
’ 91015/915101010141012101 | | gme
-0 Tb-TN R~~~ T BN NN NN
Sume | 30 peey Lo cmsisen | o w—en 1 | vl 1B
! 11 1 Sy f ¢ |}
. ' . BN
. . e N’
P . ’ e A A
- i
. . = i

a
| .

Answer the following quastions:

_'L. in which columns of zhe Coding Porm was. the quantity shipped
- writean? 3-10

2. How many zercas vere nudnd_:o £i11 up the empty spaces? 3

3. In which colums of che Coding Porm was zha stock aumber
“rittan? -5 B

-
.

Iow many zerces wase neadsad %o fi1l ap che aMPTy spacas? 2

w

+ #BAT nuzber i3 used to show the kind of raporc’ chae is seing
PUt o the Coding farm? 20

§. Ia which columas L;l’ :h.d S}:ﬂippinq Order code nuvbar writrtan?
and 12 .

four Job Assi 4

Copy “he necessary {nformacicn izom these twe Corma on the Coding
form on page il. Sharon has PUt you on your own.

r

(Simalation Page 8)
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Simulation Page 9:

These buSLness papers are coded
on the next page,

‘ary Los Candy Sserioucon RECEIVING REPORT f
4120 Pwacn Stres 0 3874 |
Atlanes. mil B — |

i . Sate  1/18/..
Purchasad Frow:
M -

Swogt Chocolate Canfactionery Mg, Ca.

T 4368 incwstrtal farnay
Yow Orloans, Loufsteng

— -
] Jnie
rice
! B
i
h ' Atry Lee Candy Ofstribytors SHIPPING OROER
4120 Peach Street ] Vo, 750

L Atlants, Goorgls
. °‘?’ Ij(l— -

|

|

Soid To: mary Lse § 9 ) ,
. Sauth Shoooing Muli . ’

i

1

Atlanta, Georgta -
.| 520 Tor  Sewa
Qunntyl' Stock ! ! Q«umty antity
i, { cristion hipped Jacx Srderyd
) !

- o
120 bares| 308  |[Mry Lee chocolates| 1 120 boxes |
13
i

(Simulation Poge 9)
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Simulation Page 10:

Tk

1& two business papers on page
9 are coded on lines 3 and 4. _
This coding sheet will be used *
“to "punch cards" in Activity 3,

CO0DING FORM

MAME;

: LOCATION: _0MLA Procassing Department  PUONE.
reochaw: _mventory : _ i
— . FORTRAN — c0BOL —— AUTOCCDER X gasqc
"Stock Mo, Quantity /S e
Lo o el
lllll.'lllllllllllllll. lllll'""""‘hlll' TP Be Py 1 ¥-7] l_“lll“ll“l" LU L L T TN {9 1Y)
olotslelslo]1]ololel o
ofoislo]sfolofelslafelo
o ofs) o[ slalofs] ol o] 10
ojois{elslofol 1} 4 d 2o
. _J . 3 __1 3 o = [ - -
FF : - [1]
L 1 [ : 1l 11 1l
L , EBNRRNANN : B LI
R/5: R stands for Racilv'!nq Report; code 10 .

S stands for Shipping Order; cade 10

(Staulation Page 10)

ERIC

Aruitoxt provided by Eic:
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Key

Simulation Page 11:

Explain to the students
how numbers.are punched
in a card. " You can also
explain how the alphabet
is punched if the stu-
dents are interested,
bvt they will not be
reguired to punch
"alphabetic characters.

Have the students 'check -
the accuracy of the

~ number punched in the
bottom card. The
number punched is . L.
003050100011, and it . Lo
shou’ld be 003050100010, - K

the last punch being ' Muﬂw,_f
an error. T

i

) 44iag 1nd Punchiang Cards
If you can obtain ' Next, you are iatfoducad o lorsn LaFave. sne computer sparitor,

: . '-mod:s -:-.;:ckmq a _:unc;rx:d card for accuracy. Tha compucer has a

: : : seAdar that zantaad noles :n a puached zard. A punched card :s
aqdltlonal cards r YOu shown balow. - You cdn tead print by means of J0uUr syas and haar -
might have students 40rda by zmans of Qur ears. The computer only raads by ngans 3% .
" n — . . ; holas in a card or’ 3y magnetic spots on a zape, such as found ia

punch" their names a_zape recorder. . . e

(O : 3 1234567890 ABCCEFANT JRLMMOPOR STUYNIYZ T\
in the cards by using : ; T ; I
their pencil to 1. AT 11

blacken the proper ) . QXITIIYTIITRT]

theis  11semnaun

pla_CeS'- in addition, pononng

ld h xl:uuuuuunuzlfxmnxIxunuu:znxx:uzuznnzunuxunuuux:un
they cou excnange u|uxu_uiuuuug:l"uxuxu:luuuunuuuuu_:uun:luuuunnnuuu

‘cards and p'roofread A 1 LI LY TRITIIre S Y LTy P Y Y Y VY YRR TILYRIYLIYIINIY
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L'l

P RRECALLLEL IS LA RECE CITETT STV RA PP MRS S S5 54154 aten

J

woren shows you a zard with suncles_in i1t =nac ars supposed =o

corsespond with the firse line oOn -_‘1.6' coding form =hat Jou Just

loarned abouc. de says chat each aimber sh -he firse line has

Seed punchad La <ha card. ‘Notice that =he firxt auncer 2n =he

soding form is 003050100010.° Notice hat it jas Seen pjunched

nto the card balow.. Also, a0tice that the first two zerces have

Seean punched in =ha card. Now compare numbar by number o detar-~

one whether the rest of “ha awabars on :he card are correct. . .

0id you find any aerzors? :If so, u‘nat are zhey? The lass gunch saguld be
. FR A

Yo 'i' ' )
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Simulation Page 12:

Go over the cards with the
students to check the accuracy
oI their work.

You might have them exXxchange
and proofread each other's
cards. '

Jcur - Job Assignment

/
The :firse line 3f the coding form has ceen "Punched” on thae card
illustoatad 90 the Pravious pagm. , Now. 70U 3UsSt Sunch zhe numbers
- Izcm the Temaining three Lines oneo Separate cards. Raexember <hat
ihere wers TWo lines Sn he soding form and you wrote Two mare.
There should 4 a1 card for aach Line on the coding Zorm. Use zhe
sards below and your penc:l <o “funch® zhem. If 1 sard punch L2
svailable wn your school, 7YOuU can obsarve a Jachine =hat actually
Punches cards,

s

LI INTTT]]
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Key

Simulation Page 13:

Before assigning Ac#ivity
have the students aFt out
the "play", Tell the Com-

. 2uter How to Compute as

explained at the beginning

of this unit.

Go over thisbin'detail with

the students.

Tell the students that
arithmetic problems can

be done by the computer ,
only when each instruction
is carefully planned.
Later, these instructions
are written again in
computer language. Once
they are placed in the
computer memory, they

can be used to solve
thousands and thousands
of’ subtraction problems.

YOu can’'t lust hand the Sanputer the proclam.

Activaey &
?reparing A ?rogram tar the Cempucar ',,_“:-.'

Next, you ace iieroduced to Juan Jercia, a SompUtar proqracmer.
who showe you soma itnetructions he ig vriting for tne zomputer.
He talls you =hac later -nase Lpscruceions leve o o Te-vtitzen
in compucar lanquags, which he will show vou whan 1e i ready <0
do that step. 4o zalls vou ShAt <“hen you .snc 9 lve & prooles
f4ch as adding ang ubtraceing sumarous 2ims from wng iavencory,
You musz prapars
decasled ingeryceions, w¥hich are pue ineo the computer IamOTY g0,
chat it can compucae -inventory. Fipposa (AT Yoy vanted the caom-
Putar .td> do zhis problem; Suberast-173 from 4)2.

Balov is shown what Sin has deen wsiting,

i BV
J g

Arsver]
fasexuctions Mathamatics | Soace
1. _%sad A and 3. : . L.
Pt D08C A and 3. -
2.2 is §32, 2. 432
3B ts 73, I ENETS!
4. Stare st che rigne. .48 1 be subcracted i. vo
from 2?7 tf 3o, supcrace. - 12 not, 70 2o
| tha gext !!lg. 4
$: Regroup 132 ae 420 and 11, S. 420 - 12
§. Under 420 - 12, ceusrange 173 49 170 6. 170 - )
and ),
7. Subersct ) from 12 wrics 9 {n the 1. L2
Ansver space. - -] -
8. 'Can 70 be suberacted from 207 1£ 50, 1o 3. %
ie, 12 Aok, JO %0 =he jexc tep. .
? mE 420 ‘as 300 and 120. i 7. 320 «t20
o T
v, vensath 100 » 120, zearrange 170 e 100 Q0. 100 - o
and 70,
1. Suberset 0 from 120.° 7uc 50 tn ene .. 120
AnSwer spacs. e ] b
13. can 100 be suberaccad frem 1007 ¢ g0, h2. 300
do {e. ~100
13. _Put 200 tn che AnSwer specs. 200
14, -Add all the nuabars in the answer L4, 289
| !Ecﬂl.

(Simulacion ?8ge )%
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Simulation Page 14:

Since the type of thinking
required to write program
instructions may be new

to the students, choose
one of the following two
procedures.

A. Write the program

' similar to that
done by Juan as a .
group activity
under your direction.

B. Haye students
complete it in
small groups. Be
sure that each
group has one
person who is
known to be logical
and methodical.

As a result of these.
assignments, students
can determine whether
they have some of the
Jjualities required

to be a programmer.

ERIC

Aruitoxt provided by Eic:

Key

ta

‘Jean says shat programmers have =0 be able =0 write inseruczions

foxr somputdrs before =ney rewrits ham in somputsr language. Ha
sells you =0 writa sastrucrtions Ior this preblem: Subtract 48
frcm 2315. Use =he spaca below. “ou TBY OC. maY 10t asad 14 stepa.

Use as oany as aesded.

{astroctions | Mtresatics| Annar |-
Soace
1. ead 4 1nd 3 ¢ 7
L Alis 235 218 -7
T - /
. B s 38, 44
ek

& Czn 8 be subtracted inom 5t 14l yo -

40, osuolrar L. g acl, jo L2

Zhe pa3r s ren 2

= | % _2egaoup 135 24 220 anu. l13. - 220 + 15 |

14 40 and 1§,

7. Subtragt 8 {rom 'S5, urify ?

. Under 200 and 15, rearrange 38 ! s0°. ¢ !
i
o

T iR _the amawer space.
8. Cam 40 be.subfracted rom 1237

Ig Aal sgoLracL ang wrile Q80

<29

N —
=)

4
1
|
|
}
i -4 r32
s. Add 2£L aumbers .im the smawer | 182
dpaces, | o
10. I '
> |
. |
I
1. f .
3. . :
' !
14 . ' L.
. |
" (Simulation 2age l4)
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Simulation Page 15: .

The purpose of the guesticns
on page 15 of the. simulation \
is to encourage students to
examine their own abilities £
and personalities and compare
these to the characteristics
needed to succeed in the-
Occupation explored in this
o SimulatéontA :

Encourage students to talk
. about their own likes and

dislikes and- about the

things they think they would

like and dislike about

this occupation.

40ULD I LIXZ TT WORK WITH ZSMPUTERS .

" .

L. Would you liks =0 Slan wvith others -3 a Susiness b2 43 NQ
[ . voich activities vill ce handled SY e iata pro-

; Sesaing Zepartaant?

. 2. 4ould you .ike To prepare flov chares =hat show vEZS NO
- NOW 4 DUSLINCAS ACTIViTY Will Da ~andled by ha
» 174 :
i ' - 3. ‘Hou.l.d-yuu iike to plan sad prapare coding foras? vES No
\/\J 4. ¥ould you Likm to entar informatica from business s R
PaApAr: oo a coding form? o
, 5. wWould you like to punch cards? . Yes N0

§. ¥ould you Like tn write PTOGTANS f{or the computar? YES NO
7. Do“you. *LLk- '.ur 20lve crossword puzzles? ) s Lo}
IZ you nswversd most of che above questiong 78S, 70U nay wvant o
2124 ‘out a0rs abouc daca Processing jobs and sow %o Prepacre Zfor

(Simulation ?sge 1$5)
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Spending A Day
In The DATA PROCESSING DEPARTMENT
Of MARY LEE CANDY DISTRIBUTORS

In the next 14 pages, you have an opportunity to be a shadowvto_a
systems analyst, a programmer, and a computer operator. You will
perform a small sample of their work' for Mary Lee Candy Distribu- /'

tors. You will: :

\ : L

4 ﬂr Y
IIBREBEEEE Lt LT T “1“'1//_//-’:?
, @ 0
YB ] : :
- \he b 4
| {
Nyt -
1. WRITE A FLOW CHART ' . 2. PREPARE A CODING SHEET
{ — . N )
\{I_F i1 I 1 TLTIT'I_ IR
N\ o
C g —
, L U == —
3. PUNCH DATA CARDS ' 4. WRITE A PROGRAM FOR THE -
, ' , ' « COMPUTER
(Simulation Page 1) :
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Activity 1 . - 33

Preparing a Flow Chart on Inventory Processes
You are going to spend a day as an assistant in the data processing
" department of Mary Lee Candy Distributors which wholesales Mary Lec
boxes of chocolates to 27 . retail stores. The retail stores in turn
scll to shoppers who pass by the stores. Mary Lee Candy Distribu-
tors obtain the candy from a manufacturer. You will spend some time
working with the systems analyst, the programmer, and the computer
Operator. 1Ir each case, vou will be required to perform some of the
‘work that these employees are. doing at the time you are with them.

When:you arrive at the Mary Lee Candy Distributors, you are first
introduced to the systems analyst who is preparing.a flow chart about
one operation of the Mary Lee Candy Distributors.’ This operation
concerns keeping an inventory *of boxes of chocolates. - The systems
analyst hands you some notes to read that ha has made after the pre-
sident of the company directed him to set up a perpetual inventory

of candy stock. Perpetual inventory is defined as a record of boxes
of .candy on hand at all times. Previously, the inventory was taken )
on the first of the month. Thus, the actual number of boxes on, hand -
was known only ‘on the first of the month. '

Perpetual Inventory Notes
February 17, 19--

1. The president has directed the systems analyst to set up
a system to keep a perpetual inventory.

2.” In order to start the system, it will be necessary to
obtain an actual count of all boxes of candy on hand.

3. Then, copies of all receiving tickets of candy. from.the
manufacturers must be sent to the data-processing depart-
ment daily. ' ; B . :

4. Tﬁe receipts as Shown on the receiving tickets must be
immediﬁfé%& added to the inventory. ) . -

5. Copies of all shipping orders of candy going to the
Mary Lee Retail Stores must be sent to the data-pro-
cessing department.

)

6. Tﬁe issue of candy as’ shown on shipping orders musﬁ be .

immediaﬁelyvsubtracted from the inventory.

7. At any timelduring the busipess day, the'data;processing_;ﬁ
department should be able to report by telephone the . _ ' }.
current inventory to other departments. :

"8, A report (printout) of the current inventory should be’
made available to the president at 8:00 a.m. each day.

(Simulation Page 2)
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The systems analyst asks you to complete the flow chart shown

‘below. You are to fill in the empty blocks with the key ideas
in each of the. numbered notes. The first three blocks are

already filled in. Fill in the remaining five blocks.

Recedlve directive Lo maintain ' '\
perpetual inventony

Take actual count of cahdy stock
on nand :

Collect neceiving tichets o4
candy sent by manufacturers
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Activity 2

Preparing a

Next, you are introduced to Sha
who is preparing a coding form.
is only one of her many duties.
information for the computer.

‘and a coding form on which some

Coding Form

ron Burns, the computer operator,
The preparation of a coding form
A coding form is used to prepare

She shows you two business forms
information from the forms has

been written. Sharon shows you how to find information on the
forms and copy it on the coding form. Later, you will have the
opportunity of finding out how.the coding form is used to put
information into the computer. . ‘

~ RECEIVING REPORT
No. 9873

Date_ 1/7/--

Mary Lee Candy Distributors
4120 Peach Street
At]antg, Georgia

Purchased From:

’—gheet Choco!ate,Confectionery Mfg: Co
4568 Industrial Parkway

New Orleans, Louisiana

B

s

L ' -

Quantity | Quantity | Stock Unit
Ordered Received | Number Description - Price
1,000 bpxes],OOO'boxes ' 305 Chocolates ¢

Goods Received 1/10/—-
Quantity Checked w g 27

Receiving Report: Look at the Rec

eiving Report above and answer
the following questions: : o :

1. pid Mary Lee Candy Distributors receive something from

. ‘ ~the Sweet Chocolate Confectionery Manufacturing Company?
2. What'Qés received? | : o )
3. What is the stock number of the "ghiﬁg" received? -
4. How muéh was.receiyed? | -
5. When was it feceivéd?

Was the quantity

" checked to see whether- the correct amount
was. received? . ' Ce . : .

(Simulatiaanage 4)
: ! O




36
Coding Form: Look at the- codlng form shown below and answer the

questions: ,
I /
CODING FORM 7/
NAME ;- N LOCATION:  /
. /
PROGRAM: . | - : / .
FORTRAN . cosoL / BASIC
Stock No. Quantity R/S ;
- F“_' ‘\F_"J\——WF_\1 ’
|s,4]s 6 {‘]s s |10\ 11 [12lis]us(is]1e 12|18 19|20 [21 |22 ]23 ]2 |25 26127 (28129 [30°(31 132 {33 134 [35 |36 [37 [38 [39 4oi41|42 43
T T
zf . A “
/)
AL |
! | .l | [ |
bl , | = T
_i | v T B ///
R/S: R stands for Recéiving ‘Report; code 10
S stands for Shipping Order; code 20

Coding Form: This form usually has 80 columns instead of the 43
shown. It usually has 25 rows. The terms Fortran,
COBOL, and Basic refer to computer languages which
are studied 1n computer. training programs.

Answer’ the follow1ng questlons-

l. How many columns does a complete codlng form usually have?,

(Hint: -See the. note beneath the Coding Form. ) ‘
2. ;How‘many rows_does_a complete coding .form usually have?
3. How many spaces .are available for the Stock Number ? . -
" - (Hint: - See mlddle left of the Codlng Form.) . . o o

- 4.  How many spaces are avallable for the quant1ty°

5. What does the R in R/S mean and what is its code?

.

. 6. What does the S 1n R/S mean and, what is its code’

1

7. How many spaces are available for an R or am'S?°

(Simulation Page 5)




37.

Entering the Receiving Report on the Coding Form

The Receiving Report is coded on the first line of the coding form
as shown below. Note that zeroes are used to fill in the blank

Spaces. Also notice how the stock number 305 is written in columns
1-5 and that two zeroes are written in front of 305 to fill up all

five columns.

Mary Lee Candy Sistridutors "+ RECEIVING REPORT
4120 Peach Sereet

Atlanta, Georgis Ko. 973 R 5 ey -
- . Cate_1/7/.- ’ Stock No. Quantity R/S
Purchasad From: » . (e e | e~ ———
rs-ni Chocolate Canfectionery Heg. Co. 1 - 1 FZ Staisie|7]8 (9 |10]11]12 13124
4568 Industrial Farkmay :
Hew Orledns, Louistana ' ) .
- : 101013{0i5]alri0]oi0l1l0 q—

PO B T 01013|0(5(0]0|0|8|0{2]0
Quancity 1 Cuantity | 3tock Unit
rdered Received , Kumner Qescription Price

1.000 doses) 230 Soxe 108 Chocalates

1 L—-\,—J
Goods Recefved 1/10/.. .

Quantity Checked v ;5 |~ ) . . T R

\
H- 8

ns:

)

Answer the following gquest
1. How much candy'was reéilwgd? (Seé the Receiving Report.)
- \ N . :

.I\‘-

—— -

. 2. In which columns of the Coding Form was the quantity written?

How many zeroes were needed to fil] up the spaces in front of .
the quantity? * : - : ' :

3. In which columns of the Coding Form was the stock number
written? : N . ' T
How many zerces were needed to fill up the spaces in. front- ,
of the stock number? ‘ ' s N o

4: What number is used to show the'kind'of'report that is being
put on the coding form? ' : - B .

5. In which columns is the Receiving Report code ‘number written?

(Simulation Page ‘6)
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Shipping Order .-

Mary Lee Candy Distributors SHIPPING .ORDER

, 4120 Peach Street
/ ' - Atlanta, Georqia ‘ NO‘—JﬁEEL—————
Date 1/5/--

Sold To: Mary Lee # 10
South Shopping Mall
At]anta Georgia

Ship To: Same SN
Quantity Stock |- Unit “Quantity © Quantity

Ordered Number Description Price | Shipped Back Ordered

80 boxes ut'305_ Mary Lee chocolates I 80 boxes

[y

Look at the Shlpplng Order above and answer the follow1ng questlons;f

d. What is the name of the store that Mary Lee Cendy Dlstrlbutors'
’ sent some .candy to? : ' - S

2. How many boxes were sent?

‘3. What is the stock number of the candy sent?

//

(Simulatioﬂ.Page 7).
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Entering the Shlpplng Order on ‘he Codlng Form

The Shlpplng Order is coded on the second line of the Coding Form
as shown below: ‘

Mary Lee Candy Distridytors SHIPPIRG CROER ) -3 p
1120 seacn Surees "o, ava Stock No. Quantity R/S
: Date )/87-- : s Y o

Sald To: Mary Lee # 10

[S 6,7 8 9,10[11 2 IS]IJ
South Shopping mn |
Atlanta, Georgra -

T . olelslolslols]ololo];
¢ . {0i0l3l0l5{0f{ololglols

-—

ol
0]

Quantity | Stock | funte | Quansity Quantity
Urdered hurser Qescription | Peice | Shippes Sack Crcered
80 bdoxas JO3  |Mary Lea chocolates “80 doxet
. . :

[ ¢

L) - .‘ ? iA
Answer the following questions:

1. In which eolumns of ‘the Coding Form was the quantity shipped.
"written? C o : .

2; How many. zeroes were needed to fill up the empty spaces?

3. In which columns of the Coding Form was the "stock number
' written? : . :

J"4. How many zeroes were needed to £ill up. the empty spaces°

S. What number is used to show the kind of report that is being
* put on the Coding Form? . ‘

. 6. In whlch columns. is the Shipping Order code number written?

Your Job Assignment'

Copy  the necessary lnformatlon from these two forms on the Coding.
Form on page 41 Sharon has put you on your own.

r
%

(Simulation Page 8)
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Mary Lee Candy Distributors | RECEIVING REPORT
47120 Peach Street
Atlanta. Georgia . No.__ 9874

Date_ 1/15/--

Purchased From:

rg@eet Chocolate Confectionery Mfg. CoT-1
4568 Industrial Parkway
New Orleans, Louisiana

L _ —
Quantity | Quantity | Stock o - Unit
Ordered Received | Number Description _ Price
500 box 500 boxes 306 Chocolates

Goods Rgceived 1/10/-<
Quanti7y Checked % £ U~

-
'Mary Lee Candy Distributors | SHIPPING ORDER.
4120 Peach Street : ‘
Atlanta, Georgia. . : No._A750
L : Date1/6/--
Sold To: Mary Lee # 19 :
South Shopping Mall
Atlanta, Georgia
Ship To: Same < i
Quantity | Stock | - -} Unit |- Quantity Quantiﬁyg
Ordered - | Number Description Price Shipped _ | Back Ordered
120 boxes| 306  |Mary Lee chocolates| * | 120 boxes |

- (Simulation Page 9) .
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\ CODING FOR (I
- NAME: LockTIoN: _Data P}ocessing'vepartment PHONE:
g T A i ' " )
PROGRAM: __[nventory o
——FORRA oot —NTOCODER X masie

|
Stock No. Quantity R/S -
ma¥ sovdume ) e |

V1
Lpapspagsfelr sishombaiyn lS1617lll9202l‘222324252627282910“ S!!JMJS'SU“BH 0 [41142[ 4344 45) 48471 48[ 40 50 5) 52153 54(55{56|57]58
01013101510{110{010]1{0

01013(0J5{0]of0]s{0{alo]

—

AR/S: R stands for Receiving Report; éode‘IO
§ stands for-Shipping Order;  code 10

i
i
1
1
b

(Sihulatioange 10) E o
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Activity 3

Reading and Punching Cards

Next, vou are introduced to Loren LaFave, the computer operator,
who is checking a punched card for accuracy. .The computer has a
reader that can read holes in a punched card. :A punched card is
shown below. You can read print by means of your eyes and hear
words by means of your ears. Thre computer only reads by means of
holes in a card or by magnetic spots on a tape, such as found in
a tape recorder. ’
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correspond with the first line on the coding form that you just
learned about. He says that each humber on the first line has
been punched in the'card. Notice that the first number on the
coding form is 003050100010, Notice that it has been punched
into 'the card below. Also, notice that the first two  Zeroes have
been .punched in the card. Now compare number by number to deter-
mine whether the rest of the numbers on the card are correct.

Did you find. any errors? If so, what are they?
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The first line of the coding form has been "punched" on the card
illustrated on the previous page. .Now, you must punch the numbers
from the remaining three lines onto Separate cards. Remember that
there were two lines on the coding form and YOou wrote two more,
There should be a card for each line on the coding form. Use the
cards below and your pencil to "punch" them. —~If a card punch is
available in your school, you can observe a machine that actually
punches. cards, : a

e ', B
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Activity 4 e

Preparing A Program for the Computer

Next,  you are introduced to Juan Garcia, a computer programmer,
who shows-you some instructions he is writing for the computer.
lle tells you that later these instructions have to be re-written
in computer language, which he will show you when he is ready to
do that step. He tells you that when you want to solve a problem

‘such as adding and subtracting numerous items from the inventory,

you can't just hand the computer the problem. You must prepare

detailed instructions, which are put into the computer memory. so
that it can compute inventory. Suppose that you wanted the com-
puter to do this problem: Subtract 173 from 432. :

Below is shown what Juan has been writing.

. ’ Answer
Instructions . Mathematics | Space
1. Read A and B. ) 11,
2. A is 432. , 1 2. 432
4. -Start at the right. Can 3 be‘subtractedL4.”No
from 2? If so, subtract. If not, go to
the next step. :
5. Regroup 432'%as 420 and 12. ‘ 5. 420 + 12
6. Under 420 + 12, rearrange 173 as 170 6. 170 + 3
and 3. ' :
7. Subtract 3 from 12. ' Write 9 in the 7. - 12
answer space. : : : - 3, 9
8. Can 70 be subtracted from 20? If so, do| 8. No
" it. If nct, go to the next step.
. 9. Regroup 420 as 300 and 120.° : : ‘9. 320 +120
1o. Beneath 300 + 120, rearrange 170 as 100 ho. 100 + 70.
and 70. . ) ' ; {
11. Subtract 70 from 120. Put 50 in the hi. 120
answer space. : 1 =70 50
12. Can 100 be subtracted from 3002 If so, fL2. 300
do it. . : : : =100
) 200
13. Put 200 ‘in the”answe}mspaCe.‘ o ; | 200
14. “Add all .the numbers in the answer . ﬁ4. _ 1259
o spaces. e ' ‘

(&)

(Simulation. Page 13) . 5
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Juan says that programmers have to be able to write instructions

for computers before they rewrite them in computer language. He
tells you to write instructions for this problem: Subtract 48
from 235. Use the space kelow. You may or may not need 14 steps.
Use as many as nee?ed.

/
|

\ Instruétions . Mathematics| Answer
I . Space

10.

n.

12.

13. - - . '

14.

(Simulation Pége 14)
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WOULD I LIKE TO WORK WITH COMPUTERS,

LIt T T
Ve

|

1. Would you llke to plan with others in a business YES  NO
‘ which. activities will be handled by the data pro—‘
. cessing department?

2. Would you iikxe to prepare flow charts that show 4 YES - NO -
- how a business act1v1ty will be handled by the . '
DP department?

‘3, Would you like to plan and preparelcodlng forms’ YES Nohfr

4, Would youﬁllke to enter information from business YES Noh':
_Papers on a coding form? T

S.“HWould you like to punch cards? ' YES NO

6. Would you like to writefprograms for the computer? YES NO .

7. Dd you like-to sglve crossword pUZzleS? 4 " YES NO

If you answered most of the above questlons Yes: you may want to
find out more about data process1ng jobs and how to prepare for
them.

(Simulation Page 15)
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BACXGROUND INFORMATI ON FOR DATA PROCESSORS

There are 70,000 to 80,000 computers in the United States today, and
there are over one million people working with them in one way or another.
some people operate equipment that brepares data for -the computer. Some
people work with the output. of the computer. Some people feed data to and
operdie the computer. Some people prepare instructions for the computer
that "tell" the computer what to do. Others plan what the computer will
do. Of course, there are those who manufacture, repair, service, and sell
computers.

Belcw 18 g list of duties and the job titles of those people mainly
responsible. ‘ ;

THE MAIN DUTIES OF
DATA-PROCESSING EMPLOYEES

X -~ Usuclly responsible for various of the ten
items below.

punch Operator

\

Progranrmer

O =" 0ften also aséists in doing, or does, the
ittems below.

Analyst
Computer
Operator
Clerical Per-
sonnel Kei -

Systems

1. Plans which business activities can be handled ‘
by computer. ‘Y| o

4. -Prepares systems flow charts that describe the
business activities and the parts that will .be
handled'by the data processing departmevt. 1o

~3. Writes-programs that teil the computer what to
. do. v A ! C | x
1 4. Plans with others about the use of the data ‘
. processing department. : ¥

R - PN

>

en L

- 'Prepares ‘coding skeets and codes information.

o
S

Ad)

- Gets cards, tapes, and other things ready for
the computer. -

' 7.. Punches cards. A !

Operates computer equipment.

Debugs computer programs. .

< J]QO Q|
Qo (~x|o o
(o)

X 1

10. Assists other dataq processing employees.

fow do you prepare for a data—processing Job? There are many routes.
You can take recordkeeping, accounting, business math, and data-processing
courses in high school that will be helpful in some of the beginning jobs.
Colleges have computer seience departments. Also, you can sometimes, as a
beginning employee in business and industry, enroll in company training
programs of fered while you work.

wnat gind of personal traits should you have? Here is.q list of some
of them: N ' '

Like ‘to workwwith data and information

Like to solve puzzles, such as ercss-word puzzles

Like to be extremely accurate and make -thirgs prove out
’ i !

% o6 : "




WHY IS 1T THAT

FORCEFUL HALES OBSTINATE MEN ARE

WHY ARE CAREFUL MEN
) T0 AS CHARISMATIC

~ CALLED PRUDENT BUT\

WHY ARE HOMEN WHO

| CALLED STRONG-ILLED )& ARE IRONIC THE SAME KIND OF WOMAN IS
PEIALES BRE__ yen opsrianTe wonen 7 CALLED BITTER WiLE CALLED OBSESS IVE?
NEERTiIG? AE CALLED IRONIC MY

“STURBORY ARE CALLED HUMOROUS?\

WHY ARE WOMEN Wilo
ARE DAUNTLESS CONSIDERED
BRAZER WHEN DAUNTLESS
MEN ARE CONSIDERED
FEARLESS?

WHEN SPEAKING
BOUT PEOPLE WHO ARE TALkATIVE

RE HMEN CALLED ARTICULATE AND
WOMEN GABBY?

WHY ARE
MEN WHO ARE
EFFICIENT
REFERRED T0 AS

COMPETENT, BUT
EFFICIENT WOMEN
ARE COMPULSIVE?

WHY
ARE DEVIOUS
MEN CON-

~% SIDERED SHREWD
HHEN DEVIOUS «
WOMEN ARE
v SCHEMING?

IEN WHO ARE FORGETFULN
NBSENTHINDED e
. WOMEN ARE CALLED

LWHY TS IT THAT MEN OF
ORDINARY APPEARANCE AR

TERBRATIED? Y ARE LTGHTHENRTED T CALLED PLERSANT-
—1 HHY ARE LOOKING WHEN- ORDINARY

-~ 7 WY A CALLED EASYGOIHG BUT 3 HHEN 7
ThVA TIE SNE TYPE OF WOTEN HOMEN ARE CALLED HOVELY;
esiep 1 ) g, CALLED CALLED FRIVOLOUS? y=” =
TG - OUTRAGED WHILE X IN SPEAKING

AGRY HONEN ARE ) (30 15 17 ThaT i

10°AS CURIOUS ™ \ABOUT A PERSON HHO 1S
o e ) \GALED - mEnTALK ToceTker 11 &S, nousTRIos,
WAE NS \ "STERICAL? /(15 eacte conversamion ARE MEN CALLED HARD

HORKERS WHEN WOMEN
ARE CALLED
DRUDGES?

s T BUT WHEN WOMEN TALK TOGETHER
— WY ARE WOMEN N—. \§ |7 IS CALLED GOSSIP?
ARE THOUGHTFUL' CALLED CONSIDERATE ‘ ’

HILE MEN ARE CALLED OVER-SENSITIVE? |
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ACTIVITY (f)

QUALIFICATIONS FOR EMPLOYMENT

1. PURPOSE .
(a) To expose students to the many different jobs available
in-Data Processing Occupations.

(b) To show:students that the qualifications for employment
-, are not determined by sex.

2. PROCEDURE

(a) The teacher should .decide which occupation to focus on
and discuss the ‘many jobs available within the module.
The teacher might make a list on the board like the one
below and have students add to the list.

Examples of Job Opportunities in the Data Processing Field:

DATA PROCESSING OCCUPATiONS b

2y.5.0.E. Pp,o.T. = POSITIONS
14.0201 | 203.362-018 Terminal Systeins Operator
1 14.0202  203.582-022 - Data Typist
- 14,0202 ©203.582-030 .  Keypunch Operator
) ©14.0202° 203.582-054 « Terminal Operatdf
14.0299 ©209.387-022 . Data Exam Ass't.
14.0299 °~ 213.132-010 Computer Operations
. : Supervisor.
14,0201 2l3.362-019 Computef Operator
14.0202 213.382-010 Computer/Peripheral
' Equipment Operator
14.0299 1219.137-014  Data Control Ass't.
’ ' Supervisor
14.0203 219.367-026 ~ Programmer
. (Trainee)

_ A list of job oppoftunities specific to the course should
: be developed. In discussion or through research, students
‘ may learn what each of the jobs entail. :

o




~(b) When the list is fairly complete, distribute the student
activity. sheet and have the students -decide independently
which job or'jobs this person is qualified for. Discuss
after they have decided. :

- How did you crcide upon a position?

- What qualities do‘you see necessary for all areas
of employment? :

- What characteristics are not at all necessary for
' employment? : »

- Do you think this person %s a male or a female?
Why? ' :

- If you learned that the person. currently filling the

position was a male, how would this influence your
choice of position? , o '

= In looking at the qualifications of the applicant,
is this person over qualified for the. job? Under-
qualified? ' "

- Suppose you learn the sex of the applicant. Would
you change your job offer? WHy ? o o

-  What jdbs are you interested in?

- How are you qualified for these jobs?

v

. JVARIATIQN OR. FOLLOW=-UP

flave students research any job in which they have an interest.
-From the research, have them list the requirements they feel
are necessary for the job. Do they see this job as being-
exclusively for.a male or a female? ‘What requirements would
limit the job to one sex? Has their perception 'of the job
changed any -after researching it? Have siudeants share their
results with the class. Use the "Financial Facts of Life"
Activity.

Smith has just graduated from high school and is applying for
job. In the interview and from the references, the personnel
irector finds that the candidate has the following qualities:
(a) A knowledge of the company through summer jobs;

(b) A good grade average in high school.

(c) A gond attendance record in high school.

Ol
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(d) Business and math skills.,

(e) A pleasant personality.

. (£) A desire to move up in the company.

(g) Recommendations that indicate the candidate is
dependable and has an ability to get along with
other people. o '

(h) A kﬁowledge.o% safety precautions; an awareness
of the importance of following instructions. -

(i) A driver's liceénse.
(3) Good health and neat appearance.

What jobs would you dffervM{‘Smith?

A Riddle

While driving to the store, a young boy and -father were
involved in a serious car ac¢cident. The father was .
killed and the boy was injured and taken to a. hospital.

At the hospital, the boy was examined and an emergency
operation was needed. The ' resident surgeon had scrubbed - .
up, put on a gauze-mask, and was waiting in the operating
room when the boy was wheeled into surgery. The surgeon
took one look at the boy -and cried, "I can't operate.

This is my son.". o '

Who was the surgeon?

—— source unknown
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‘GRADUATION

Suggested Use:  May

GOOD LUCK GRADUATES!

—— =~ =— CLERICAL OCCUPATIONS

N N MANAGEMENT
'~ " "SASSISTANT -
N\ OCCUPATIONS

DATA PROCESSING
\ - OCCUPATIONS

ADMINISTRATIVE ' \
ASSISTANT - - v
OCCUPATIONS , \

ACCOUNTING OCCUPATIONS

. WHERE ARE YOU GOING?

(A
-
oo




